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THE  YOUNG  EXPLORERS’  TRUST
BS 8848 CORPORATE CONFORMITY WORKBOOK

VENTURE PROVIDER:

	NUMBER OF VENTURES PER ANNUM:
	

	VENTURES  USED TO TEST CONFORMITY:
	1   

	
	2  

	
	


	WORKBOOK COMPLETED BY:
	
	Date 

	CONFORMITY EVALUATED BY:
	
	Date

	PROVIDER REPRESENTED BY:-
	
	


	I verify that the Venture Provider possesses, and operates to, the current BS 8848 specification.  Relevant staff have a working knowledge of the current BS 8848 specification and its application to their specific roles.
	Name 
	

	
	Position in Organisation
	

	
	Date
	


	BS 8848 Requirement

	Clause
	Requirement Overview
	Evidential Guidance
	Details of how the requirement is satisfied by the Provider and Source of Evidence providing compliance support
	

	
	
	
	
	


PROVIDER BACKGROUND

	1
	Scope
	Confirm Venture is outside

the United Kingdom
	
	

	3.1
	There shall be one venture provider only for every venture.
	Identify the single entity that will take sole

responsibility for the Venture.


	
	

	
	Corporate Standing of Provider
	· Legal Standing

· Ownership/Trustees

· Organisation

· Financial Standing & Security
	
	

	3.2
	Sole provider responsibilities
	There will be documentation confirming clause 3.2a/e, namely:

· identification and agreement for the purpose,

· aims and objectives 

· literature representing the venture.
	
	

	
	
	
	
	


LEADERSHIP

	5

5.1
6

7
	Leadership

General
Supervision & staffing ratios
Protection of participants under 18 & vulnerable adults.
	Show that there is a system for:
· determining the number, gender and competence of the Leadership Team.
Evidence that a procedure is in place to ensure that upon appointment, each member of the leadership team will provide written acceptance, as applicable to the venture:

· of the safety,

· child protection and 
· conduct codes/policies
	
	

	5.2
	Venture Leader
	Demonstrate that Ventures cannot proceed without a suitably competent Venture Leader being appointed.
	
	

	5.3
	Leadership Team
	Identify source of policy for selection and composition of the Leadership Team.
	
	

	6.2

6.3

6.4
	Direct / Indirect Supervision

and personal time
	Ensure that the Leadership Team:

· are all aware of their responsibilities, and methodology, for the direct & indirect, supervision of all activities and personal time,

· are aware of instances where personal time is to be permitted and has been communicated to participants and their parents.
	
	

	16.2
	Training
	The Leader has been trained in the Venture Provider’s

· operating procedures

· incident & emergency plans

The Provider has arrangements to introduce the Leadership Team to Participants before, or at the immediate commencement of the Venture.
	
	

	
	
	
	
	


PARTICIPANTS

	4.1
	Information about individual participants


	Ensure system exists for:

· collection of relevant information about individual participants,

· their ability to participate in the venture,

· compliance with Data Protection.
Note: Actual gathering may be undertaken

by appropriate 3rd parties.
	
	

	4.2
	Selection of participants
	Identify the source of criteria that will determine acceptance or rejection of participants.

Confirm that any limitations with regard to numbers of participants are known and communicated.
Note: constraints may occur at any stage

of the Venture.
	
	

	14.3.1
	Venture pre-booking Information
	Existence of a system that requires information to be checked against the requirements of clause 14.3.1 before release.
	
	

	14.3.2
	Contents and form of the Contract
	Existence of a system that requires all contracts to be checked against the requirements of clause 14.3.2
	
	

	14.4
12
	Parental consent
Permissions
	Evidence that those under 18 are not permitted to participate without written consent from their parents or guardians.
	
	

	16
	Pre-venture training and preparation for participants
	The Venture Provider has considered and shared pre-venture training requirements with the Participants, particularly with regard to minimising identified risks, and areas identified in clauses 16.3.1 and 16.3.2

Existence of procedures that will ensure that participants not receiving the information required by clause 14 in due time, shall not be permitted to join the Venture.
Note: Appropriate corrective action may

be possible e.g. late joining
	
	

	17
	Joining Instructions


	Evidence that a systematic check is made to ensure all participants have the information required by clause 17 e.g. by requiring confirmation of receipt.
	
	

	
	
	
	
	


THE VENTURES
	5.4
	In-country Representative
	The Venture Provider shall identify an in-country representative has been appointed to support the response to an incident or emergency.
	
	

	5.5
	Home Agent
	Appointment, and Competence is held relating to:

· On-call role.

· Incident and emergency planning.  

· and in particular evidence that Home Agents have had suitable training / experience.
	
	

	8
	Allocation of Roles and responsibilities
	Evidence of the process whereby roles and responsibilities are allocated (in writing) to all stakeholders, particularly to leadership team members and participants. 
Note: other stakeholders can include parents / guardians, Boards of Governors, sponsoring organisations. E.g. proof that briefing meetings or equivalent mechanisms are used for this purpose and that all stakeholders are included
	
	

	9
	Selection of Third Party
Providers
	The Venture Provider will be able to show that 3rd party providers are selected on the basis of:

· their knowledge, experience and capabilities relevant to the locations used for the Venture,

· the activities supplied,

· the needs of the participants and 
· the financial protection available.
	
	

	10
	Planning the venture
	Existence of a planning process that addresses all of clause 10.
	
	

	11
6.5
	Venture Integrity
Down Time
	The Venture Provider will assess the integrity of the outline plan.

Evidence that down time is defined and that there are procedures for its management.  These arrangements are shared with and understood by parents/guardians and covered in the risk analysis.
	
	

	12
	Permissions
	Evidence that the entirety of each venture is:

· scanned for relevant permission requirements

· that these are assigned to individuals to obtain. 
In addition, evidence that the Venture cannot proceed without necessary permissions having been obtained. 
Note: it may be necessary that schemes discard elements for which permissions cannot be obtained.
	
	

	14

14.2
	Legal framework & contracts

Non UK legal requirements


	Confirmation that UK based Venture Providers operate within the confines of UK Law and comply with the Package Travel, Package Holidays, and Package Tours Regulations 1992(6) where relevant.

Existence of a system that requires confirmation of delivery and acceptance of any Non-UK legal requirements by the Venture Leader and the Participants.
	
	

	15
	Insurance
	Existence of a system that will ensure that Ventures cannot proceed without the insurance cover and provision of information requirements of Clause 15, being met: with particular attention to evacuation and repatriation of individuals and the whole Venture.
	
	

	18
	Travel
	Existence of a system that ensures the requirements are met and that contingency provision exists as in clause 26
	
	

	19
	Accommodation
	Existence of a system that ensures the requirements are met and that contingency provision exists as in clause 26
	
	

	20
	Environment
	Evidence that a system exists such that the Venture cannot proceed if the requirements are not met.  

Note: this includes cultural and urban environments as well as the natural environment.
	
	

	22
	Financial
	Evidence that adequate funding is available to both:

· venture provider and 

· third party providers

That contingency funds are arranged at an appropriate level. 
The existence of financial controls capable of meeting the requirements of clause 22.2 and that ensure the provision of information required by clause 22.1
	
	

	23
	Communication
	The existence of a system to ensure that communication requirements and contingency arrangements are planned for and provided AND HAVE BEEN TESTED and which prevents Ventures proceeding without the requirements of clauses 23.1 to 23.4 being met. 

Specifically:-

· 23.1 Awareness by participants and next of kin.

· 23.2 Routine UK communications

· 23.3.1 Venture emergency

· 23.3.2 UK emergency

· 23.4  In-country communications
	
	

	27
	Equipment
	Existence of equipment checking procedures covering:

· 27.1 Identification of requirements & acquisition.

· 27.2 Conditions of use (e.g. Manufacturers’)

· 27.3 Inclusion in the Risk Analysis
· 27.4 Maintenance and withdrawal
· 27.5 Provision and suitability of participant supplied equipment
· 27.6 Condition of third party hired equipment
	
	

	
	
	
	
	


SAFETY & SECURITY

	13
	Safety policy risk assessment and safety management system.

Risk assessment 
Threat Analysis

	Evidence that there is a safety policy:

· that is risk based,

· exists in tangible form and 
· is implemented, as is required in clause 13. 

A detailed risk assessment must be provided as specified in clause 13.4

A detailed threat analysis as specified in 13.3

NOTE This may be supplemented with a threat and risk assessment and safety management summary, outlining the measures being implemented. This should enable prospective participants to assess the suitability of the procedures of the venture without having to refer to the detail first hand.
	
	

	24
	Security
	Existence of a security risk monitoring system relevant to Ventures which informs both Venture preparation and execution.
	
	

	26
	Incident and emergency plan, preparation, execution and post incident requirements
	Existence of a system for incident and emergencies which ensures the requirements of clauses 26.1 to 26.2 are met.
Particular attention is drawn to 26.2: Post incident actions.
	
	

	25
	Contingency plan
	Evidence of a contingency planning process which ensures Ventures

· are not undertaken without a plan meeting the requirements of clause 25, and 

· that contingency funds are available (clause 22.3).
	
	

	21
	Medical
	Existence of a system that ensures that the requirements of all clauses of this requirement are met.  Specifically:

· 21.1 Access to medical advice

· 21.2 Medical planning

· 21.3 Pre-existing medical conditions

· 21.4 Prevention of medical problems

· 21.5 Environment related illness

· 21.6v Medical expertise within the Leadership Team

· 21.7 First aid kits

· 21.8 Medical protocols (particularly with regard to other cultures and participants from other countries).
Note: It is critical that this be undertaken

in conjunction with the required risk

assessment
	
	

	
	
	
	
	


OTHER
	28
	Post venture evaluation
	Existence of Venture review processes that meet the requirements of clauses 28a) to 28f)
	
	

	
	Complaints procedures
	Existence of a formal complaints procedure and that participants each receive written information as to its nature, extent and operation.
	
	

	
	
	
	
	


PROVIDER DECLARATION

On behalf of the Venture Provider, I confirm that all overseas ventures operated by the Venture Provider conform to BS8848 and that procedures exist to provide assurance that each individual venture has been verified as conforming to the Standard.

I further undertake on behalf of the Venture Provider that, in the event that the procedures and processes of the Venture Provider are varied such as to no longer conform with BS8848, or the plans / procedures of an individual venture are varied such as to not conform with BS8848, we will write to the leadership team and participants (and their parents if under 18) of the Venture(s) no longer conforming (or the leadership team and participants (and their parents if under 18) on Ventures run by the Venture Provider in the event of corporate non-conformity) advising them of such non-conformity, within 14 days of our becoming aware of non-conformity.
	SIGNED

	POSITION
	

	DATE
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